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CONSIDERING LONG-TERM TRAINING?
ASK THE FOLLOWING QUESTIONS...

. What sets of skills and knowledges are needed?

@ How can these skills and knowledges be
obtained?

@ Is long-term training the best approach?

. How much will long-term training cost?
® In terms of salary, wavel, per diem, tuition,
books, etc.?

@ In terms of current mission accomplishment?

. How will I get the work done without the em-

ployee selected for long-term training?

@ Are there any spaces and funds available for
replacements?

. 'Whom should I nominate?

® What are the eligibility requirements?

® Do all eligible employees know about long-
term training opportunities?

® Can I justify my nomination on the basis of
merit?

5.

Where should the training take place?

® What facilities or programs are available?

@ Whaut facility or program will best meet agency
and individual training neeus?

What will the nominee do after the training?

What should the training program consist of?

How will ] keep in touch with the trainee?

How will I evaluate the results of long-term
training?
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INTRODUCTION

Each year a number of individuals with high potential for further growth and development
are selected by Federal agencies to attend educational programs of extended duration. These
programs are clussified as long-term trammq, defined as training received by an employee on a
full-time basis for more than 120 days in either a Government or non-Government facility.

The Federal Government has used long-term training for many years. Prior to 1958, it usually
took the form of university courses of study for specialized scientific occupations. With the
passage of the Government Employees Training Act, the use of long-term training increased
and expanded to include the development of administrative and analytical abilities of mana-
gers and executives.

Although participation in long-term training is minimal in relation to total training efforts,
long-term training does represent a sizable investmrent in terms of manpower, cost and commit-
ment. This investment imposes a serious responsivility on agency management to make the
most cfficient use of this unique type of employce development.

This pamphlet is designed io assist agency managers, supervisors, and training personnel in
planning for and using long-term training opportuaities authorized under the Government Em-
plovees Training Act. It presents ideas and general guidance on the management of long-term
training. Alo included is a listing of some current long-term training programs available to
Government employees.




Using Long-Term Training

Long-term training, as a unique situation which maximizes the learning opportunity for selected
employees with high potential, may be viewed as an investment made in the future and
strength of an organization. 1t 1s one approach to enable employees to keep abreast of changes
and innovations in their occupational ficlds, learn new skills, or develop or improve atilities
necded in current or future positions. The value of long-term training lies in the benefits to be
derived from a concentrated learning program which not only develops and improves needed
skills and knowledges but also exposes the participant to new trends and research, fresh in-
sights, and the expertise of persons outside the public sector.

The nature of long-term training as a substantial investinent of both doilar and manpower re-
sources imposes a responsibility on agency management to give special attention to the use of
this resource. Agency managers, supervisors and training officers should all be involved in the
planning and use of long-term training to ensurc that this resource is utilized in a manner
that will best benefit the agency in accomplishing its objectives.

Generally, long-term training should be used when:

1. The needed set of knowledges or skills requires a comprehensive study program which
could not be accomplished by a series of unconnected short-term courses.

2. The time span for acquisition of the knowledge or skill is such that a concentrated
long-term program is most feasible.

3. The sct of knowledges or skills is so complex, so new or so unique that it could not be
readily obtained on a short-term basis from any available agency or interagency source
or from a non-Government source.

Often there is an understandable reluctance on the part of an organization to make maximum
use of long-term training opportunitics. Costs of salary, travel and per diem, tuition, books, and
other related expenses incurred as a result of assigning an employee to long-term training can
be appreciable. In addition, provisions must be made for the staffing support necessary to
achicve objectives during the absence of the employee.

To overcoine this problem, a special pool of manpower spaces and funds could be establiched
to support projected requirements for long-term training. Under this arrangement, spaces and
funds could be more cffectively utilized and organizational units would not be forced to divert
current resouvrces furnished for direct support of their missions to meet longer range training
requirements of this nature.

Identifying Training Needs

Manpower development planning begins with a systematic forecasting of overall organiza-
tional and manpower requirements. Agency managers should analyze, in one, two and five-
vear increments, organizational growth, expected turnover, and the availability of talented peo-
ple to carry out the identified agency mission. This unalysis can lead to a determination of
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future work performance requirements and the identification of training needs in terms of
skills and knowledges necessary to satisfy these requirements.

Reviews to determine training needs should consider agency program needs and also indi-
vidual employees’ training needs as they relate to the agency's program objectives. Long range
as well as immediate needs should be identified and a relative priority assigned to each.

After the inventory of training needs is completed, the training officer should determine how
each training need can best be met—Dby part-time, after-hours. short-term or long-term courses.
To assure that long-term training is only used in those instances where it is the most efficient
or only available means of achieving agency objectives, a justification for the choice should
be included in nominations of participants for long-term training.

Publicizing Opportunities

To assure that all qualified employees are considered for long-term training assignments and
that the best people are selected, agencies should develop mechanisms for making information
on long-term training opportunities available to all emplovees, supervisors, and managers.
Often, only those employees who learn of a specific opportunity and nominate themselves are
considered for a training assignment and other high potential employees are overlooked. If
all supervisors and managers are made aware of the opportunities open to them to devclop
their employecs, identified training needs can be more effectively met.

Information on training opportunities should include a description including objectives of the
training, eligibility requircments and limitations and restrictions on the training, such as
agency man-ycar limitations, minimum years of service requirements and maximum time spent
in training limitations.

Some agencies publicize training opportunities by a memorandum sent to all field and head-
quarters managers. Others issuc annual broad-range training announcements or special an-
nouncements on individual long-term training programs which are given widespread distribu-
tion and publicityv. Whatever method is used, managers should be responsible for disseminating
this information to all emplovees and supervisors. Adequate publicity can help to assure equit-
able consideration of all emplovees and the proper use of the long-term training resource.

Selecting Participants

The selection of participants for long-term training is an ongoing process which involves ex-
tensive planning in relation to agency goals and to individual career development plans. To
assure that the best candidates are nominated and selected. selection procedures should be es-
tablished to include participation of supervisors, management officials (especially those at the
top of the organizational structure), training officers. and carcer counsclors.

QO 4
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Nominations for long-term training, whether made by individual supervisors or by a career de-
velopment committee, should include the following:

—a statement of the training objective in terms of skills and knowledges to be acquired

—-a tentative training plan, including courses study or research projects, etc., and their
relationship to the training objective

—a post-training utilization plan

—a justification for choosing long-term training as the most efficient means of achieving
the stated objective

—a stateraent that the nominee meets basic Federal Personnel Manual and agency eligi-
bility requirements, such as minimum number of years of continuous service, maximum
amount of time spent in training, etc.

Federal Personnel Manual 410, Subchapter 5-2, prohibits the training of an employee through
non-Government facilities for the purpose of filling a position by promotion if there is available
another employee of equal ability and suitability who is fully qualified for the position to be
filled. Because selections for long-term training, whether in a Government or non-Government
facility, usually result in increased opportunity for advancement and promotion, selections
should be made competitively. If merit selections are made, the possibility of complaints of
discrimination or preselection for resultant promotivns can be avoided.

In the selection process, the following factors should be considered:

(1) The relevancy of the training to current and/or projected assignments in terms of
organizational requirements.

(2) The relevancy of the training to identified individual developmental needs.

(3) The timing of the long-term training assignment in relation to the candidate’s past
work experience and management’s assessment of career potential.

(4) Evidence of the candidate’s ability and desire to successfully undertake and complete
a comprehensive long-term training program. This information could be obtained by
interviews, supervisory judgment, past self-development efforts, transcripts of previ-
ous training, etc.

(5) The candidate’s commitment to the organization and.to the Federal Service.
(6) Basic merit principles providing equal opportunity to all eligible employecs.

Nominatinns should be reviewed by a panel bascd on these factors. The makeup of the panel
might differ according to organizational structure but should include management officials,
supervisors, training officers, personnel management specialists, and carcer counsclors, T.his
panel would be responsible for screening nominations, determining basic cligibility, ranking
candidates for consideration and making recommendations on selections. Final selection deci-
sions should be made by the agency manager, on the recommendation of the panel.




Using Skills and Knowledges after Training

If an agency knows what its goals and priorities aie, if appropriate sclections have been made,
and training objectives have been agrecd upon, plans can casily be drawn up to usc the newly
acquired skills and knowledges developed during the long-term training assignment.

Prior to the training assignment, a written plan should be prepared stating how the skills and
knowledges acquired will be utilized upon the employee’s return. The plan might also include
a long-range projection of subscquent job possibilities. In all cascs, there should be a direct rela-

tionship between the focus of the training and the wtilization of the cemployee upon return to
work.

Post-training utilization plans should include a description of what skills and knowledges will
be acquired through long-term training. how these will be applied in terms of added responsi-
bilities in the emiplayee’s current position or in future positions, what target positions are avail-
able to the employee immediately after the training assignment and in the future. and what
additional training will be needed for full performance in long-range target positions, Plans
might also include a statement of any agency plans for geographical reassignment or reloca-
tion. These plans should be drawn up in advance of training assignments so the emplovee will
have a definite idea of what position he is returning to and can tailor his studies to the specific
requirements of that position.

Planning the Training Program

Concurrent with the development of a utilization plan. the selected individual. with his super-
visor's assistance, should develop a written statement of the learning ubjective in terms of sig-
nificant skills and knowledges to be acquired and how these relate to identitied training needs
and prioritics. An objective stated in these terms is essential to determining the course of study
to be pursued.

After the objective is set, the employee and supervisor shonld develop, with the aid of training
persannel, a tentative list of courses and/or study projeets to be undertaken during the long-
term training assienment. A review of current catalogs from various colleges and universities
will aid in determining available curriculum. course content and prevequisites, and projected
costs for the training assignment. The initial training plan should be detailed enough to pro-
vide clear evidence of the value of the training to the ageney but flexible enough to allow for
madifications after consultation with a faculty advisor. Tt should offer alternatives based on dif-
ferences in curriculum, availability of courses and special 1esearch projects, and admission re-
auirements at various schools,

After a facility is selected. the study program plan should be finalized. with the help of a
fuculty advisor. to include specific course offerings and the time frame in which they will be
taken. The plan should remain flexible enough to be moditied according to changing work re-
quirements and prioritics that the ageney might experience durine the emplovee's long-term
traming assignment,




Selecting a Training Facility

After the training objective has been defined and a tentative training program proposed, a
survey should be made of available resources for accomplishing the objectives of the training.
The first to be considered is any available Government facility. Several Federal agencies, in-
cluding the Dcpartment of State and the Department of Defense, have specia: long-term train-

ing facilities available to their own employees and, by special arrangement, to employees of
other agencies.

If adequate training through a Government £{acility is not reasonably available. the full range
of non-Government sources should be explored. Long-term training programs which have
been developed with the special needs of Government in mind should reccive primary consid-
eration. Some of thesc programs are listed in the Appendix C. The principal criterion for
selection of a facility is the ability to meet the agency’s training need cffectively, economically,
and in a timely manner, Other factors to be considered are:

—comparative cost
—geographic accessibility
—availability of special facilities (laboratorics, librarics, ctc.)

—curriculum content (including prerequisites for the proposed study program and de-
gree rcquirements)

—availability of training at a particular time or place as is needed.

Often the selection of a particular facility over others of comparable quality will be determined
by the opportunity it offers for the employee to be in contact with and participate in current
research being carried on in that institution which is significant to the agency mission. Many
agencies have cstablished continuing relationships with institutions that have developed special
curriculum to meet agency nceds.

Because long-term training should not be undertaken for the sole purpose of obtaining a degree,
the facility chosen should be onc which will allow the individual enough flexibility to tailor
studies to the learning objective rather than to degree requirements. Individual preferences
may be taken into consideration but should not be the deciding factor in the sclection of a
training facility.

If an agency has had no previous experience with the facility, information on its competency
can be obtained from various sources:

1) Other agencics whose employees have been triined at that facility.

(2) Individual employees or groups of employees who are experts in the field in which
the training is to be given.

(3) Professional groups.



«te or national accrediting associations.
(3 Department of Health, Education and Welfare, Ofttice of LEducation,

Federal agencies are prohibited by law from selecting training facilities that discriminate on
the basis of race, religion, color or national origin in admission or subsequent treatment of stu-
dents. In those cases where the facility selected diseriminates on the basis of sex. be.. a 1onco-
education institution, the ageney must assure that there is no diserimination within the agency
in the selection of candidates resulting from the choice of such a facility.

Maintaining Contact

As part of the overall training and wtilization plan, provisions should be made to maintain con-
tact with the employee during the training assignment  Although the learning process is
strengthened by noninvolvement in dailvy work routines, a total lack of commumication can
create anxieties about current agency occurrences and their impact on the employee.

A pre-training visit to the facility may be desirable to allow the individual and his supervisor
to consult with a faculty advisor on proposed courses, rescarch. studyv projects and other ac-
tivities available to best achieve the stated training objective. Subsequent visits by the super-
visor or other officials can be made to discuss the training program. the emplovee's progress,
and any modifications that need to be made in the program. If the geographic location of the
facility makes personal visits impractical. written and telephone contacts should be made to
both the employee and the facility to ensure that the training objective i< being met and to
make any necessary changes in the study program. Periodic contacts can also provide an on-
going evaluation of both the employee’s progress and the value of the long-ierm training
assignment.

Communications. whether agency or emplovee-initiated. need not focus entirvely <n the training
program. Persons in a training status are still ageney employees and ought to know of any sig-
nificant development at the ageney that may be of interest or affeet them. Some agencies keep
their long-term training participants aware of agency happenings by routinely sending them all
current agency issuances.

Evaluatir g the Results

To realize an appropriate return from the substantiai investment required for each long-term
training assienment. agency management should devise a formal evaluation svstem which will
assess the impact of the training experience and identify areas where improvements are needed.
A formal evaluation svstem should:

1. Determine the value of the training as it relates to the training objective and the agen-
cy mission.




2. Identify new ar improved skills demonstrated on the job by the participant.
3. Moeasure the degree to which new skills and knowledges are being utilized.
4. Dectermine the competence of the facility in providing effective training,

Lvaluatioms should be completed by the participant. his supervisor, the participant’s advisor,
and training personnel at specitied intervals.

During the trainiag the participant. the supervisor and the participant’s advisor at the training
facility should recularly review training objectives and progress in meeting these objectives,
Approximately one month after return to work, the emplovee should be asked for narrative
coniments on the following:

—
.

If the stated objective of the training was met.
2. What new skills and knowledges were acquired.

3. Hnmw the new <kills and knowledaes are being atilized en the job i they are not being
utilized, a deseription of the factors preventing full utilization).,

4. If the study prooram met needs and expectations in relation to the stated objective and
to the individual's career development.

P |

What tvnes of contacts were maintained.  Tf thev were <ol or agenev-initiated : about
the study program or job-related matters; meaningful and useful.?

6. How the training could have been improved.

~3

If the skills and knowledaes eould have been obtained in some other way to equal or
better advantace and at less cost o the agencey.,

8. If the emplovee would recommend continued use of that facility.

Six months after the emplavee’s return, the current supervisor shonld be asked to evaluate job
performance to assess the effectiveness of the training received and its applicability to the cur-
rent job assicnment.

After these evaluations are completed. the training officer <hanld uce the individual assessments
of the training ta analvze the value of the specific training. The training officer should
alo prov ide feedback to the facility used on the aveney evalaation of the effectivenes of the
training provided. Fyaluations “both employee and supericer? of all such training shonld «erve
as the hasis for training officer proposals to top management on the continued use of long-term
training to meet agency objectives.

Faalnations of the utilization of skills and knowledzes acquired during the training awiim-
ment should be completed by the smplovee and the superviser at six-month, one and two-vear
intervals.

Ageney management should nse these evaluations and the recommendations of the trainine
cdlicer to et future priorities and investment levels fo  lone-term trainine and to determine
future development and utilization of the participant.



Maintaining Records

in order to provide a basis for determining the value of a training assianment and the future
use of this resouree, records should be kept on each long-term training participant. In addi-
tion to the information required to be submitted on long-term traiming - Standard Form 10,
Appendix A4 L acencies should document all information about long-term training  partici-
pants that will assist them in evaluating the long-tenn training assiensoent. A sugeested for-
mat for recording information on long-term training is shown in Appendix B.
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STEPS IN THE MANAGEMENT OF LONG-TERM TRAINING

Top management determines training needs and 9.
g 8

priorities and sets total long-term training invest-

ment level.

Training Office publicizes long-term  training
opportunities to all managers, supervisors and 10.
emplovees wt g time ey cnough to allow tor
widespread disemination of information.

1.
Supervisor and emplovee develop tentative train-
ing plan and post-training utilization plan.
12,

Supervisor (or crcer development committec)
nominates emplovees.

Selection panel reviews nominations and makes 1.
teconnuendations,

Agenay head makes final dedsion based on panel
recommendations. 14,

Training Ofhce notibes sapervisors and - candi-
ates of selection mande,

Training Office 1eviews nominee's training and
utilization plan and recommends facility to be
used.

‘Training Oftice submits plan and application to
facilitn directly or through sponsaoring unit to
facility for admission. Arranges for payment of
tuition, fees, travel, etc.

Emplovee and supervisor consult with a laculty
advisor to finalize training plan.

Supervisor and emplovee establish svstem for
maintaining conzact during training.

Emplovee, supervisor and faculty advisor peri-
odicallv. evaluate training progrim according to
stated training objective,

Upon emplovee’s return. emplovee and supervisor
evaluate training assignment and  post-training
utilization.

Ftaining Ofhce analvzes ev fuations, provides
fecdback to facility and recommends future
training investments and further development of
long-term training participant.
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APPENDIX A
STANDAKD FOKM 10 _ TRAINING REPORT
35 St cumnss SECTION 18(a)d)
" ) GOVERNMENT EMPLOYEES TRAINING ACT
(Public Law 85-507)

Date

INSTRUCTIONS

Act and by section 39 207(bX2) of the Civil Service Comnus

This fon wil be o separate actachment to cach I parnt sn's Traamng Regalations
ment s antgd opert of traming, as requited by the Govern sutficient quantity for three
ment Emplovess Tramng Act, and will be used oniv for  Service Commussion, not tater than September 1 ot the hseal
tepotting the information requited by section 18(a)(2) of the  year fuilowing that covered in the report

Thiy form will be prepared an
1)

voptes to reach the Cival

wets opnlitun wrew s

PSR PR TIN G L EPARTMEND O ABENUL Y 1t wnadation prepating torm) 2 VL ANYION thniinde 210 cnide v ol atends W povington 1 €

asan-hieated, byoan, or through a non Government facithty durning the fiscal vear

The person named helow {(not a student ain o weark study program) recerved more than one hundred twenty days of tranung,

i NAME 1Lawvn (Furat) tirmitial) 4 GRADE
5 NIk
6 DGTY STATION AT TIME OF ASSIGNMENT TO TRAINING
Y PRIMARY DUTIES
'S .

8 TRAINING FAUCILITY (ldentdy sach fac iy, Qroup. or persan providing trarning)
9 TITLE OF THAINING COURHE AND PLACE GIVEN
1 ONLMBEH OF TRAINING DAYS (8 hours of trarnuing equal 1 trarmng dav)
11 TRAINING CATEGORY L. PROFESSEINAL DR S0 ENT:F L . a4 S.PER.SORY OR MANAGEVENT

MELLEEIE . NTuER
12 (0L 1D GOERNMENT TILTION WELATED FEE TorAvhl §xPEN 10148

TRANSPORTATION PERI1ItW™
(Complete all items) S 3 3 $ ]

13 L TATE BRIBFLY THE PELATION wIP OF THE « ONTENT OF THE TRAINING COURE TO THE EMPLOYEE S OFFILIAL DUTIES

Q D 103
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APPENDIX B
RECORD OF LONG-TERM TRAINING

NAME DATE OF BIRTH 1 YEARS OF FEDERAL
SLRVICE

Tl 1 OMN o wFe e T - COTION TITLE, SERIES, GRADE

GUPERWVISCR'S NAME AN T 7L E Tt LEVHONE HUMBE K

SESCRIBTION OF DutiEs A1 TIME OF ASSILNMENT 1O TRAINING

TEANING CRIEVTIVE

b e < et e = n = e

U CIFCSA TN ok rae OF L ONGeTERM TR AININT,
S o a—

AOMINATES AY

E~ployee "~ Supervisor " Coreer Plan

THAINING. FA_ILITY ‘natwt AN ACDRESI PLERIOD OF TRAINING
cROM 70

SUSTIE A TiCn OF TatiLrTe ELECTION i cosT
Salary
Benefits
Academic Fees
Traovel and Per Diem ocovvvvnen.o.
Other
Total e reeeaeeiees

TRAINING PROGRAM TATTACH SCHEDULE OF COUKRSES, TRANSCRIPTS, ETC.)

RELATIONSHIP CF TRAINING TO CURRENT OR PROJECTED DUTIES

(BOST-TRAINING UTIL ZATION (ATTACH UTILIZATION PLAN!

O
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APPENDIX (. SELECTED LONG-TERM TRAINING PROGRAMS

Included in this appendix are various special. broad-bused programs designed to mect the needs
of mid-careerists preparing to asume high-level policv-making and management responsibili-
tics. Some of these programs are valuable resources which agencies will want to consider as
they plan and implement executive development programs under the Guidelines for Executive
Development FPM Letter 412-10 dated October 8, 1971 ¢, This is by no means an exhaustive
list of all of the long-term training opportunities authorized under the Government Emplovees
Training Act.

In addition to thoswe listed are two programs sponsored by individual agencies primarily for
their own employees. The Department of State offers long-term training to its own emplovees
and. by special arrangement. to emplovees of other agencies throngh the Foreien Service Insti-
tute. in the tields of foreign affairs. economic training, langnage studies. and area and country
studies. Information may be obtained by contacting the Office of the Registrar, Foreign Service
Institute. Departiment of State. Washinzton, D.C. 205320, Special programs are also sponsored
by the Departinent of Defense primarily for military emplovees, such as the National War Col-
lece. the Naval War College. the Industrial College of the Armed Forees, and the Armed Forees
Staft College. Information on these programs can be obtained from the Office of the Assistant
Secretary of Defense. Manpower and Reserve Affairs. Pentagon, Washington, D.C. 20301,

Many universities offer specialized training for careerists in the public sector in their regular
crardduate degree programs, There are also long-tern training programs arranged by agencies
for their own emplovees desianed to meet specific ageney needs. Information on these long-
term training opportunitics may be obtained through individual agency training offices.

The Alfred P. Sloan Fellows Program

Sponsor:  Massachusetts Institute of Technology
Location: Sloan School of Management, Cambridge, Massachusetts

Duaration: T'welve months, June to June

Purpose of the Program:

The Atfred P Sloan Fellows Prouram is dosizned for g limited number ol competent voung executives
whose emnplosers nonnned them o the progvam becase then perfonmance on - the ol indicates senior man-
azemein potentiad These Sloan Follows spend twelve months with the ML Daenlte mad with policvnakers
in indostiy and Government to studs the theory and practice of elective and responsible nanazement deci
stons it tapidic changing societs.,

The Program:

The prosian s tallband doanding e aalling on estensive readine anitical andasiss and active
perticipoion i chisses discossions,and Beld tipss The course wark ds arvanaed 1o meet the roguirements
for b devroe o Naster of Soience i Ledkinannnd Nonoezenwnts Tiose wha dopot wonk sovards the dearee
me stlect anindividaal problem of aoa'lor scope and sabstitate elditional conrse work for the thesis,
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The summer term provides the foundation of knowledge on which the fall and spting terms continue to
build. It is an intaduction o tundamental management and economic problens, methods of analysis ana
concepts of accountability and conuol, and it abo includes an intemsive oneweek laboratory in- group dv.
namics. In the fall and spring terms, most of the work is directly or indirectly concerned with management
and administrazion.

Qualifications and Selection of Nominees:

There is no rigid requirement of a particular educational ot industrial background for paticipation in
the program. Individuals with both technical and non-technical backgrounds mav be nominated. Nominces
should have completed a four-vear course leading to a bachelor's degree in a recognized college cr universits,
Academic experience and record must be of a tvpe and quality indicating abiliiv to profit from study and
discussion at an advanced level. Nominees should have from five to ten vears of experience after completing
their academic education. Some part of this experience should indicate the applicant’s ability to carry inana-
gerial, as contrasted with purelv technical, responsibilities. Nominecs are usually at grade level GS-11 and
above.

Candidates are nominated bv .\merican and foreign companies, both large and small, as well as by
Government agencies. Participants are selected by MLLT. on a competitive basis, not more than fifty a vear.
Applications should be received by M.LT. prior to March 1.

Information: Executive Programs
Sloan School of Management
Massachusetts Institute of Technology
50 Memorial Drive
Cambridge, Massachusetts 02139

Education for Public Management Program

Sponsor: United States Civil Service Commission

Duration: One academic vear

Purpose of the Program:

EPM provides for a nine-month residential academic experience at one of nine participating univenitics.
It is designed to serve the taimag and development needs ol individuals who ae at mid-Gueer and who have
heen carelully identified by their agencics as having the talent and potential 1o assime inaeasing responsi-
bilities in the overall ditection o1 ageney programs and policies,

The emphasis is on acdentic programs which meet the nceds of the individuak and the enploving agen-
ev inareas of nunagenent proceses and methods and subjeas relived 1o the nrission ot the agenay, ‘Thaerelore,
the program is aimed at better mastery and undentanding of how to identity and achieve wganizational goals,
mobilize and allocite resomces, and evaluate results. This includes the opportunits o explore hroader di.
memsions of organizational activity, o improve interdisciplimny colierence of dedion making and to look
toward future organizational directions.

FPM is not designed to he a degree program and should not be undertaben fur the sole purpose of
obtining a degree. The program pnovides & unique opportuiing 1o use univenity aesomrces flesibly to learn
in a wan that promotes individual coeer development. Occasionally these learning programs man lead to.
ward a degree but onlv when there is a dear comsisteney botween the individuals catear developient plans,
ageney needs and the degree requirements of the particular university,
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The Program:

The following universities cooperate with the U.S. Civil Service Commission and sponsoring agencies in
the Education tor Public Management program: Cornell. Harvard, Indiana, Massachusetts Institute of Tech-
nology, Princeton, Stanford, University of Southern California, University of Virginia, Univer-
sity of Washington.

Each participating university has an EPM program advisor, o fulltime facudtv memt-, who provides
aid to participants in their program plnning. The advisor also setves as the ladson with agenoy manage-
ment and the US. Civil Service Commission.

Each university provides a core seminar for EPM participants which brings them together to focus
on common issues in public atfairs and administration. The seminar also provides for a meeting place to ex-
change ideas and draw on the experience of mature and successful men and women in government.

The participating universities have arranged for mid-careerists to be admitted and take courses without

regard for manv of the wual academic prervequisites. Courses usually can be taken on either an audit or a
credit basis.

A variety of ether developmental activities are planned foe EPM participants, such as oceasional field
trits and spead? sessions with visitieg scholas and public ofhdals. There are luncheons, social activities and

AL A T }l-m?x Nt i.lf {.-:-':!.x;n\ {u) \iml:\cs.

Qualifications wad Selcction of Nominees:

Noninations fn patticipation in the EPM program are made to the US. Civil Service Commission by
othdials of the emploving departments or agendes early in the vear. Self-nominaions or nominations by ofh-

cials of subsunits of departments or agencdies cannot be acepted. An individual considered for nomination
should:

@ have a minimum of five vears civilian service.

® be in the GS=12 to (514 range. Nominations will be considered for outstanding GS-11"s and GS—
15's who might profit from a university studv experience.

® have an ability to reason in the abstract, and organize and articulate ideas.

Information: Office of Career Development Programs
Training Assistance Division
Bureau of Training, Room 7647
US. Civil Service Conunission
Washington, D.C. 20415
(202-632-7622

Education Program for Federal Officials at Mid-Career

Sponsor:  Princeton University
Location: Woodiow Wilon School of Public and International Atlairs, Princeton, New Jersey

Duration: Onc academic vear from approximately September 1 to June 1

Purpose of the Program:

The Waodrow Wikon School of Princeton University has developed a program of mid(;noc.r education
for a small group ot public setvants who have demonstrated high competence and unusual promise.

In public attaits and public administration, there is both the problem of obwlete knowledge and the
need to fill significant gaps in the basic understanding of persons moving up the ladder of 1esponsibility fiom
relatively specialized activity o the handling of broader concepts and isaes.

The Woodiow Wilon Schoal is staffed and organized to ciable mid cireer officials 1o (-nlzlrgq their
knowledge in particular disciplines, to relate their ficlds of spedalization o the hroader concerns of Govern:
“ment, and to sharpen theiv capacity for objective analvsis of governmental problems.
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The Program:

In planning the educational program. the mid-career official witl be free to choose from a wide and
varied set of courses and seminars, Spedial area of program interest are:  International afiairs: \merican for-
eign policy and national secuvity atlairs: economic growth and political changes: wrban atlairs: and economics
and public policy.

The formal courses. seminars, and policyv workshops are supplemented by shorter policy conferences from
tnie to time with scholars trom the Princeton faculty and osperienced administrators from Federal, State,
and local goverments analvzing current and emerging probletis of public policy.

‘The program of cach mid-career official is framed by the individual, atter consultation with members
of the school’s taculty to meet the individuai's carcer needs. No spedific seminars or courses are required: the
choice of courses is the individual's own. Each mid-carcer official is encouraged to take those seminars which
will funiher career development. or to take less formal work and to dig deeplv through independent read-

ing. inquiry. and observation into those problems of the public service with which the individual s
especially concerned, '

Iu addition, the school will normallv expect that each mid-carcerist will undertake a thoughtful essav.
It is the putpose of this writing exercise to help the wid-carecrist sharpen o focus of thinking, 1o bring to
bear on the essav some ot the nmportant ingredients of previous experience, work at the school, and the indi-
viduals own imagination and analytical powers.

Qualifications and Sclection of Nominees:

Nominees are expected to he persons of prisen accomplishment whose agencies. by endorsing their
application. nunitest beliet that they are reads for policy naking and managerial positions near the top of the
Federal career service. Normallv nominees will have achieved position o at least the GS=EH level. Nomi-
necs must be cager to broaden their outlook bevond that of a patticular specialty or individual agensy in
prepatation for undertaking Luger and more complex responsibilities in the public service,

Agencies are requested to submit nominations to Woodrow Wilon S hool prior to February 1, in order
that selections by Princeton may be announced on or about March 13,

Information: Director of the Mid-Career Program
Woadrow Wilson School
Princeton University
Princeton, Necw Jersey 08540

Federal Executive Fellowship

Sponsor:  lrookings Institution
Location: \\.shington, D.C.

Duration:  T'he lenath of the fellowship will be determined by the eandidate, the sponsoring ageney, and
Brookings. based upon the nature and scope of the proposed project, Usually, tellowship ap-
pointnents are made for the duration of one yvear.

Purpose of the Program:

The program has two basic purposes: (1) 1o inaease the knowledge, proficiencey, and Skill of senior civil
servants: aid (2) to permit government executives o mahe roearch contributions 1o public policy issues.
The Program:

One or two fellowships are available cach vear for those who would like to have a learning experience
in the educational activities condacted by Brookings under the Advinced Stndy Prograun, In this program.
the tellow will he exposad o and participate in the planning, development, and conduct of educational con-
ferences on public policy issues for leaders in public and private life.
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The fellowship offers an unusual opportunity for independent research and study. The program is
basically unstructured, in order to provide cach fellow maximum freedom to pursue a study project. No
formal series of seninas o courses is provided. However, fellows are aforded opportunities to attend and
participate in conferences and seminars: scheduled by the Institution. Fellows also have access to Brookings
sttt uanbers on an individual basis tor guidance dering their research. Periodic meetings of the fellows are
held to provide an opportunity to report on progress and problems and to expose the fellows to some of the
work in progress at Brookings.

Qualifications and Selection of Nominees:

Executives nominated should have a minimmm of ten vears of carecr service and a demonstrated ca-
pacity for independent research. Fach candidate must submiit a plan for proposed research. Projects should
be in the fields of Brookings research activities (economics, government. or foreign policy) and should be of
such scope as to require from six to twelve months of research and to result in useful reports, articles, mono-
graphs, or books.

Prospective fellows must be nominated by their agencies. Federal agencies are expected to pav the
salaries of the follows during their fellowships. Agencies iy pav salaries of fellows under the Government
Emplovees Training Act. State and local government cmplovees are also eligible. if the sponsoring agency
has authority to pay their salaries, and living expenses if required. during the fellowship.

Nominations, accompanied by completed application forms and research plans, are accepted on a con-
tinuing basis. Fellowships mav begin at any time to suit the schedule of the individual and the agency.

Information: Director, Advanced Studv Program
The Brookings Institution
1775 Massachusetts Avenue, N.W.
Washington, D.C. 20036

Fellowship in Congressional Operations for Executives

Sponsor: U.S. Civil Service Commission
Location: W.shington, D.C.

Duration: One vear

Purpose of the Program:

This Fellowship is designed to provide an opportunitv for some of the most pronising voung Federal
exccutives 10 acquire a thorough understanding of congressional operations.
The Program:

Persons sclected will participate in a varietv of assignments designed to develop their knowledge and
understanding of congresaonal operations. \s Fellows hlom esceutive agendies. thev will share activities with
other members of the Congressional Fellowship Program who come mainly from jourtadism. law, and college
teaching. "1 hese activities include:

(a) Attendance at an intersive and comprehensive Orientation Program on the legislative branch con-
ducted by the American Political Science Awaciation in preparation for later work asignments.

(b) Full-time work asignments in the offices of Congressmen and Senators and with stafl members of
congressional comnittees.

(¢) Participation in weekly seminar mectings with leading congresional, governmental and academic
figures.

From these and other planned experiences, Fellows will be expected to gain:
(2) Thorough knowledge of the organization of Congress.

(hy A well-balanced understanding of the legislative process and the factors and forces which influence
it.
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(¢) Some congressional perspective of national ohjectives and executive branch operations.

() A wund grasp of the scope and variety of congressional tesponsibilities and their relationship to
the total process ot govermaent,

Qualifications and Selection of Nominees:

Nominees for this Fellowship should he career cruplovees in grade range GS-.12 through GS-16 or
equivalent. Fach ot them should be ina managerial or exeoutive position, or be likely to be assigned to such
pesitions in the tunine, Preference is given to those who ate tahing paie inan agenoy's own exeoative de-
velopment program. Nominations should be completed and all inlormation 1eceived by the General Man-
agement Irainmg Center. Buteau of “Training, Civil Service Commission, by May 1.

Information: General Management Training Center
Bureau of "I'raining
Room 201
U.S. Civil Service Commission
1100 17th Street N.1WV,
Washington, D.C. 20036

Maxwell Mid-Career Development Program

Sponsor:  Svracuse University
Location:  Maswell Graduate School of Citizership and Public Affairs. Svracuse, New York

Duration: Onc or more academic terms

Purpose of the Program:

The Mid-Career Development Program has been designed to increase the managerial knowledge, ability,
and skills of experienced government officials who have been identified by their agencies as having potential
for advancement to higher positions demanding srogressively greater managerial and exceutive respousibilities.

The Program:

Participants in the program will normalle take four or five semester-long courses. Two courses are
* 2yquired:

T e Mid-Career Training Group

Tlis course meets for a full week prior 1o the heginning of the semester. and weekly thereafter, The group
provides an opportinity for mid-aneain with diterent backgrounds to exchange  professional expericnce
and aspirations, o provide feedback weganding the current learning experience, and to plan programs of
individual and group study.

The Executive Action Course

Prior to artival on the campus, each triinee will have completed a personal “inventory of learning needs”

whith will provide important guidance in shaping the exeantive action course. ‘The purpose of the course is

to bring together medern approaches to nunagement with the actual problems and practices of the agt'llgjfg,mg'.,}f-.
represented in the mid-carcer program. The topies to be covered. the elative amount of time \pent on cach; v
and the techniques with which the topics will be handled will be determined by the Mid-Gneer ‘I'raining

Group and its faculty facilitator.

Bevond these two hasic seminars, participants are enconraged to avail themselves of the full resources
of the Universitv, and will be assisted by a faculty fadilitator in asuring that the program meets thetr needs,

The sponsoring agency mav wish to require certain conrses or emphases, or even specifv that a ypecial
saminar he instituted for it people. However, most o the responsibility for the learning model will be left
to the individual.
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Qualifications and Sclection of Nominees:

Wkile the progtam i conducted on a graduate level commensurate with the standands of the Maswel]
School, no undergraduate degree is required for paticipation,

Generallyv, those ciiosen have had signifiant wesponsible administrative experience, and have been in
grades GM-13 through Gs=100 Fqually high petformance has heen achieved by both generalist administrators
and those with predominantly technical experience prior to parddpation,

Applications are accepted on a continuing basis.

Information: Maxwell Training and Development Programs
Continuing Education Center for the PPublic Service
10¢ Ronev Lane
Syracuse, New York 13210

Practicing Engineer Advanced Study Program

Sponsor:  Massachusetts Institute of Technology
Lodation:  The MLLT. Center for Advanced Engineering Study, Cambridge, Massachusetts.

Duration:  One ot mote academic terms: the total period spent by an individual in the Program will depend
on his objectives. However, for most participants two tens are recommended.

Purpose of Program:

The Praaicing Fogincer Advanced Study Program enables experienced engineers and applied scientists
to work in depth in technological arcas pertinent to their professions. 'The program provides an opportunity
for kev people from industry - government, and education to broaden and deepen their wehnical competence,
to prepare for comtinued lesdership in an age of unparalleled echnological change.

The Program:

The entire specirum of M.LT. activities is made available: undergraduate and graduate subjects, semi-
nars, colloquia. and research. ‘The Center offers, in addition, special subjects and seminars open only to par-
ticipants enrolled in the Practicing Engineer Advaaced Studv Program.

The format of the Program is one of great flexibilitv. Fach Fellow works out an individual program in
consultation with M.LUT, facultv. Some participants carty a substantial load of formal clasroom subjects.
Others delve deeply into research frontiers, tollowing and digesting emerging technology and evaluating its
relevance to their home organizations,

The Center for Advanced Engincering Studv conducts weekiv seminars during the fall and spring terms,
designed to acquaint the Fellows with important emerging ficlds or new developments.

A certificate is awardad following satisfactory completion of the Program. Grades will be recorded for
those MLL'T. subjects that are taken for credit.

Qualifications and Sclection of Nominces:

‘The priman requisites for admision to the Program are several vears of professional expericiee, a
record of past professional accomplishment. evidence of serious intent, intellectual maturity, and the technical
backgronnd needed tor participation in regular MU subjects and other scholarly activities of MULT.

Selection eriteria will indude: the televance of the program whidh the cndidate proposes to follow
while at ML, to the cmdidate’s present hackground and aesponsibilities and foture responsibilities at
the home oreanization,

Applications for the fall 1erm should be received hefore July 10 for the spring term before December
1: for the summer renn betore March 1.

Information: Center for Advanced Enginecring Study
Massachusetts Institute of ‘Technology
Cambridge, Massachusetts 02139
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The Science and Technology Fellowship Program

Spomsor:  U'.S. Department of Commerce

Duration: T'en months. September to June

Purpose of the Program:

The Commerce Science Fellows are brought together for the studv of national and international issues
related to the development and application of saence and technology, ‘The ComSd program endeavors to
build a clearer understanding of the followiny:

® the criteria for choice among scientific and technical programs;

® the economics of fiscal policy and the budget for science in Government:
® tcchnological innovation as an clement in the nation's economic growth;
scientific manpower as a problem of national policy:

the role of higher management i decisions on technical programs:

(]
(]
® scicnce and technology in world affairs; and
(]

thie organization of scientific activitics in the Federal Government.

The Program:

By combining an intensive educational and ovientation program with actual work assignments, the
ComSdi program tosters greater awateness of the technical actvities and problems existing in other agencies
ot the govermment, therebs providing motivation and encouragement for the development ot cooperative
endeavors and programs.

The program includes a variety of special events. lectures, seminars, visits. conferences, ficld trips. and
interactions with kev people from both the public and private sectors, Participants will spend one week on
Capitol Hill in an intensive congressional orientation, one week with the Brookings Institute, Science Policv
Conference and take two week-long ficld trips for on-sight inspection of scientific institutions and industrial
complexes.

Qualifications and Sclection of Nominees:

Each vear fourteen to sixteen nominees are accepted to the program, Lugelv ftom bureaus of the Depart-
mant of Commerce. although Commerce welcomes limited outside participation. Cindidates are nominated
by their institute directors, through the burcan chief o the Asistant Secretary of Commerce for Science
and Technology, The program is primarily for scientists grade GS=11 and above although hawsers sund ccono
mists have benefitted. Nominations should be made before June 15, starting about April 15,

Information: Program Director
Office of Assistant Secretary of Commerce
for Science and T'echnology
Room 3877
Department of Commerce
Washington, D.C. 20230
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The Stanford-Sloan Program

Sponsor:  Stantord University
Location:  Graduate School of Business, Stanford, California

Duration: Ninc¢ months

Purposc of the Program:

The sanford-Sloan Program is designed to give exceptionallv able voung executives an opportunity to
make an intensive studv of new oncepts and developments in husines, w0 develop a top-management per-
spective. and to hroaden their intellectual horizons.

The Stanford-sloan Program stresses the tollowing specific objectives:
® o develop a better undenstanding of the economic, social. and political environment of business:

® ta develop a iop-management perspective, an aptitude for considering problems from the viewpoint
of the entire organization:

® to develop managerial skills and wechniques and a breadth of vision bevond the scope of the em-
plovee’s own area of activity;

® to provide the opportunity for practical operating executives to studv under the guidance of out-
standing professors:

® to devclop increased competence in particular areas of specialization through individual research
and extensive directed reading.

The Program:

The conrse of study is huilt around the basic processes of management. planning. organizing, coordinat-
ing. motivating, and contuolling. Attention i given to both the internal and external environmental prob-
lens of the mganization. Featutes of the program incinde: individual study and development; special top-
man.gement seniinars: research experience: small group seminars; and field trips.

Althongh the Fellows tollow a common course of studv, many elcctive subjects are available through-
out the universits for those desiting to take a limited amount of special work in a particular field of interest.

Approsimately two-thirds of the Fellows” time is spent in regular program seminars, with the other
thitd of their time being devoted to directed reading, 10 individual research, tw field trips. and to supple-
wmentaiy counse work.,

Qualifications and Selection of Nominees:

Nominees must have the full endonement of the top numagement of their activities, Thev must have a
bachelor’s degree from an acaredited college or university. and they should have had approvimately ten vears
of work experience. "This experience should have shown evidence of managerial capabilits: plus demomstiated
potential lor advanconent o high-level managerial assiginents, Nonually the nominee will be at GS-1+4
or abuve.

Applications for admision should be filed as early as possible. Decisions on applications will be made
alter April 15,

Infoumation: Director. the Stanford-Sloan Program
Graduate School of Business
stanford University
Staaford. California 94305

27

Q

RIC

Aruitoxt provided by Eic:



